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JIGTRUCTIONS FOR THE PHEPARATION AND DISTRIBUTION OF
THE REPORT OF SEPARATION (FORM 37-15h)

1. Following the exit lmerview, the Employee Services Division
will prepare a Report of Separation, Form No. 37-15L, (3n si: coples)
for each exployee leaving the Agency. These copies will bs distributed
aa followes

Flans, Ressarch and Develepment Staff (L)
Subjectis Officlal Porsconel Folder (1)
Bmpiloyee Services Division (1)

2o Iteas Ne. 1 through Mo, 10 on Form No. 37=154 will be completed
as indicated on the form. The followlng imstructions are provided for
the completion of Ibums No. 11 through Hoo. 15: '

2o Ilem Noo, 1i. Uslng the List of Seperatlon Factors, the
{nberviewer will record the factors resulting in sepavetion (Parbs II
eznd 721}, the goneral type of employment to which the indiidual is
going (Part IV), and the attitude of the individual fLouard the

Agency with regard to reburning to CIA at some future date (Perd Vo

(1) Since thess factors are recoxded on IFM cards, the
oodes must be recorded in Tiem No. 11 accurstely and in the
proper order. Ten colunns sre used on an IBM card for record=
ing the codes. FEgeh separation factor is mwbered with a two
digit codo and are recordsd in the first eight columns of the
I8 card. Mo more than four factors msy be recorded on the
It card. The single digit codes for recording the gesneral
type of employment to which thé individual is going, and his
attitude on returning to the Agancy sra entered in the ninth
and tenth columns, respectively.

(2) The code mus® be entered in Ttem No. 11 of the Rapart
of Separation in an arrangement which acccunts for ten colvmns.
I fewer than four separation factors are recorded, dashes will
be used to indicate columns which will noi be used. The followe
irng exsmples lllustrate this rules

{2} Voluntary Separations

01,07,21,31,L,2
Olgo'z‘gm,mgl’l

(p) Involuntary Separations (no more thar. one fastor
cede will be indicated)

Sl’msmu’jam,asm
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e  Tiem Hoo 12. The interviewer will record a concise,
narrative report of the separation factors involved in the case
and his svaluation of their sipnificance besed on his total
knowledge of the case. When the reason for separatlion is death,
missing in action or medical disability, the action being taken
to render assistance or advice to the individusl concerned or
the beneficiaries will also be indicated.

¢o Item No. 13. The interviewer will record the nams,
organizatlon and reemploysbility recommendation of the subject's
supervisor at the time of geparation. This determination will
be based on Form 37-15), Personnsl Evaluation Report s attached
to the Standard Form 52, Request for Persannel Action. If the
PER 1s not attached, the interviewer will comtact the individualls
superviser to obtaln a verdbal recomnendation as to the subject s
gnlitabllity for reemployment.

do Ttem Mo, 1. The interviewer will record the reemploy-
&bllity recommendation of the Placansnt Officer concerned, If the
individeal concerned has been recently reassigned between components
of the Agency serviced by £ Placement Officer other than the Place-
ment Officer servicing the component in which the individual is
amployed at the time of separation, the currently responsible
Placenent Officer will consult with the previous Flscement Officer
soncerned before meking hies recomuendation.

@, Item No. 15, The interviuwer will record the determination
of the Office of Personuel as to the reeploysbility of the indie
vidual and will sign the report.
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